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1. Purpose. To publish policy and procedures governing
mlitary award recommendations for mlitary staff nmenbers and to
establish the functions and conposition of the Conmand Awar ds
Boar d.

2. Cancellation. NAVHOSP29PALMSI NST 1650. 1C.

3. Background. Pursuant to references (a) and (b), the Commuand
Awar ds Board is established to ensure active duty and reserve
mlitary personnel who are deserving of personal awards are
nomnated in a tinmely manner and award recommendati ons are
accurately submtted. This board is established in accordance
wi th the guidance set forth in reference (c).

4. Policy. Personal awards are for perfornmance which is above
and beyond that normally expected and di stingui shes the
i ndi vidual fromothers performng simlar acts or services.

5. Conposition. The Command Awards Board shall be chaired by
the Executive Oficer and conprised of, but not limted to the
foll ow ng nenbers:

a. Command Master Chief

b. Command Awar ds Coor di nat or
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c. Director, Nursing Services

d. Director for Admnistration

e. Director, Ancillary Services

f. Dorector, Medical Services

g. Director, Surgical Services
6. Action

a. Command Awards Chairman shall:

(1) Be charged with enforcing the policies and

procedures set forth in references (a) and (b). These policies
ensure the fair and equitable distribution of all personnel

awar ds.

(2) Convene the Board at |east nonthly and nore
frequently as needed.

(3) Enforce all established procedural rules as
established by references (a-c) and nodified by this
i nstruction.

(4) Serve as a nonvoting nenber, except in those cases
where the Board nenber’s decision has resulted in a tie vote.

b. Comand Awards Board Menbers shall:
(1) Serve as voting nenbers.
(2) Review all award recommendations for accuracy.
(3) Be apprised of all personnel detaching fromthis
Command, retiring or separating fromservice within their
Directorate in a tinmely manner by the Mlitary Personnel
Di vi si on.

(4) Assist personnel in their respective Directorates in
preparing award recomnmendati ons.

c. Head, Mlitary Personnel Division shall:
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(1) Serve as Command Awar ds Coor di nator.

(2) Prepare all final personal award recomendati ons and
supporting docunents for subm ssion to the Awards Board.

(3) Provide a copy of mnutes to all board nenbers after
Commandi ng O ficer endorsenent.

(4) Prepare and provide board nenbers the agenda for al
neeti ngs seven working days in advance. This agenda w ||
i ncl ude award reconmendati ons to be considered by the Board for
deci si on.

(5) Return any Personal Awards Recommendations to the
respective Directors, if corrections are required.

(6) After endorsenent by the Commanding O ficer, deliver
reconmendati ons requiring approval by higher authority to the
Marine Corps Air Ground Conbat Center Awards Board.

(7) Track all award recommendations submtted for
approval and report status at the Conmmand Awards Board Meeti ngs.

(8) Provide Directors a roster of personnel within the
Directorate of all personnel who are leaving in a tinely manner
and before the deadlines recommended for subm ssion of the
speci fic awards (paragraph 6.e)

d. Command Master Chief shall:

(1) Ensure the best interests of the enlisted personnel
assigned to this Command are represented.

(2) Collect and maintain statistical information
regardi ng awar ds.

e. Directors shall:

(1) Assign an individual within their directorate as a
techni cal point of contact to assist award originators.

(2) Ensure that awards are processed according to the
gui del i nes provi ded:
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(a) Legion of Merit (LOVW and Meritorious Service
Medal (MSM recomrendati on nust be submitted 120 days prior to
term nal |eave, retirenment or detachment date.

(b) Navy and Marine Corps Commendati on Medal
(NMCCM), Navy and Marine Corps Achi evenent Medal (NMCAM and the
MIlitary Qutstandi ng Vol unteer Service Medal (MOVSM nust be
submtted 90 days prior to termnal |eave, retirenent or
det achnent date.

(c) Certificate of Comrendation, Letter of
Comrendati on, and Letter of Appreciation nust be submtted 60
days prior to termnal |eave, retirenment or detachnent.

(2) Provide advice and assistance to originators within
their Directorate in the drafting of award nom nati ons.

(3) Review award recommendati ons for accuracy and ensure
awards are submitted in a tinmely manner to the Conmand Awar ds
Board coordi nator pursuant to the guidance contained in
references (a) and (b), and enclosures (1) through (3).

f. Oiginators shall:

(1) Submit the follow ng using the guidance of
references (a) and (b) and enclosures (1) through (3).

(a) A conpleted Personal Award Recommendati on ( OPNAV
1650/ 3), including a summary of action, if other than a Speci al
Act Navy Achi evenment Medal or Certificate of Conmendati on.
O her awards whi ch can be considered for special action are
covered in reference (c).

(b) A proposed citation, not to exceed 9 |lines
Courier New, 10 PT and printed |landscape for all awards with
the exception of a Meritorious Service Medal and a Legi on of
Merit. The MSMand LOMw Il be printed portrait.

(c) Hard copy and Mcrosoft Wrd di skette of
proposed awar d.

(2) Prepare the award recommendati ons in advance and
route via their D rector.
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(a) Nom nations should be submtted to the Command
Awar ds Coordi nator at |east seven days in advance of Awards Board
conveni ng date.

(3) Not informthe intended recipient of the recomended
award subm ssi on

g. Personnel Support Detachnent shall provide the originator
with information required to conplete the Personal Award
Reconmendati on ( OPNAV Form 1650/ 3), specifically blocks 6, 11,
14, 15, and 19.

7. Applicability. This instruction is applicable to al
mlitary personnel assigned to the Naval Hospital Twentynine
Pal ms, California.

8. Forns. Personal Award Recommendati on (OPNAV Form 1650/ 3) may
be obtained through MIlitary Personnel and Central Files
Di vi si ons.

- A

D. H FREER
Acti ng

Di stri bution:
Li st A
Command Awar ds Board Menbers
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SELECTI ON CRI TERI A FOR PERSONAL AWARDS
Criteria for the foll ow ng personal awards include:

1. Frequency of Awards

a. Special Act. These award recommendati ons shoul d
enphasi ze truly outstanding neritorious perfornmance of a specific
act that is sufficiently distinct fromnormal assigned duties.
Certificates of Commendati on and Navy and Mari ne Cor ps
Achi evenent Medal s are the usual awards for special acconplish-
nments. These awards should be for a specified period of tineg,
not to exceed six nonths. A summary of action is not required
for special act Navy and Marine Corps Achi evenent Medals. The
Commandi ng O ficer has the authority to award a specified nunber
of special act Navy and Marine Corps Achi evenent Medal s each
fiscal year.

b. End of Tour. Recognition of sustained superior perform
ance, during a tour of duty, for an individual who has
acconpl i shed specific achievenents, not previously recognized by
an award. An end of tour award is not to be considered routine.
The individual nust have brought distinction upon thenselves and
whose acts have had significant inpact to command’s m ssion or to
t he Naval service.

c. Conpletion of Naval Career. Awards to personnel
conpleting a Naval career through retirenment or separation should
recei ve special attention. This does not nmean an award shoul d be
given in every case. The individual’'s performance and the inpact
of that service nust still be considered.

2. Types of Awards

a. Letters of Appreciation/Comrendation
(1) Usually reserved for enlisted personnel, whose
performance or contribution to the Conmand’s mssion is
not ewor t hy.

(2) _Awarded by the Commanding O ficer and requires draft
citation, lenclosure (2).

Encl osure (1)
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(3) Must be submtted to the Conmanding O ficer at |east
two weeks in advance of desired date via the appropriate
Directorate.

b. Certificate of Commendati on

(1) Usually reserved for enlisted personnel, who have
performed their duties in a highly cormmendabl e fashion. Specific
contributions to Command m ssion nust be not ed.

(2) Awarded by the Commandi ng CGeneral and requires a
proposed citation and transmttal letter signed by the Conmmandi ng
O f

|1 cer.

(3) Submt to the Commanding Officer via the chain of
command and Awar ds Boar d.

c. Navy and Marine Corps Achievenent Meda
(1) Reserved for personnel O 4 and bel ow.

(2) Must be doing nore than “a good job.” Achievenent
nmust clearly exceed that which is expected, or required,
considering the individual’s grade or rate, training and
experience. Contributions to the Command m ssion nust be
not ewort hy and neasur abl e.

(3) Awarded by the Commandi ng O ficer (special acts only)
or the Commandi ng General for end of tour awards.

d. Navy Commendation Meda

(1) Usually reserved for personnel serving in a billet
that is a higher |evel than present rank.

(2) Whose performance extends beyond the assigned |evel
of responsibility.

(3) Normally awarded for neritorious service which
results in significant inpact to the command’ s m ssion. For
supporting organi zations that inpact is naybe both to the
supported command as wall as the command itself. Actions which

Encl osure (1)
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i nprove policies, procedure, exhibit initiative, and or resulted
in nmore efficient processes qualify as exanpl es.

e. Meritorious Service Mda

(1) Awarded to any nenber of the Arnmed Forces who
di stingui shes hinsel f/ herself by outstandi ng achi evenent or
meritorious service to the United States. It was established as
a junior award of the Legion of Merit for those in positions of
| esser authority and intended to replace the Bronze Star for
recognition of nmeritorious non-conbat service.

(2) Serving in a position with higher |evel of
responsibility or assum ng higher |evels of authority, such as an
O 4 serving in an O-5/6 position.

(3) The inpact of service should show such things as
significant nonetary savings, initiative, creativity, inpact on
policies and procedures, or benefits to Command m ssion,
operations, Corps, Medical Departnent or United States Navy.

f. Legion of Merit

(1) Awarded to nmenbers of the Arnmed Forces for
exceptionally neritorious conduct in the performnce of
out standi ng service to the United States.

(2) To justify this award, the service rendered nust have
been of high responsibility whose inpact nust be to the entire
service and nation. The award is generally for Flag Oficers or
those in his command.

Encl osure (1)
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| NSTRUCTI ONS FOR COVPLETI NG AWARD JUSTI FI CATI ON AND CI TATI ONS
Tabl e of Contents
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NAVHHOSP29PALMSI NST 1650. 1D
15 Feb 99

GENERAL | NFORMATI ON

1. Award Initiation. The responsibility normally lies with the
i ndi vi dual 's supervisor, departnent head, or director. However,
per sons havi ng know edge of events or circunmstances which nerit
recognition may submt a recommrendation through the individual's
chai n of conmand.

2. Award Purpose. Personal awards are an effective nmeans of
enhanci ng noral e by providing pronpt and appropriate recognition
for individuals who have perfornmed outstanding acts of heroism
di stingui shed, and/or exceptional service(s). Awards are not
rewards for good performance. Approximtely 4% of the service
recei ves a personal award each year

3. Award Subm ssion. Reconmendations for mlitary decorations
submtted at the end of a normal tour of duty for neritorious or
di stingui shed service nust refer to specific achi evenents not
previ ously recogni zed by an award. They nust cite performance
of duty above and beyond that normally reflected in fitness
reports, evaluations, neritorious nmast, letters of comrendati on,
or other public recognition. A reconmendation for meritorious
service should not nornally be submtted until an individual's
detachnent is anticipated. 1In a case where a reporting senior
who is being detached feels that recognition of a subordinate is
nerited, an OPNAV 1650/ 3 package nay be conpleted for the
observed period, to be retained by the Command pendi ng

det achment of the individual being recomrended.

4., (Cassified Material. No classified informati on nay be
included in the proposed citation. Only the summary of action
that acconpanies the citation may contain classified information
and shoul d be narked in accordance with classification
regul ati ons.

5. Nunber of Awards. Only one award will be given for the sane
act, achievenent, or period of nmeritorious service.

6. Tineliness. Pronptness in processing mlitary awards is
essential. Al awards to be considered nust be submtted to the
Awar ds Board Coordi nator 7 working days prior to the next

Encl osure (2)
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conveni ng date. Announcenent of the final outcone of an award
reconmendation will not be made until the FINAL awardi ng
authority has approved the award.

7. Awards Board. Naval Hospital, Twentynine Pal ns Awards Board
convenes the first Thursday of each nonth. The Board consists
of the Director’s, Command Master Chief, Awards Board

Coordi nator, and the Executive Oficer of Naval Hospital
Twentynine Palns. The ultimte purpose of the board is to
revi ew each award subm ssion and nake a reconmmendation to the
Commandi ng O ficer. The Board may recomend one of the
foll ow ng actions:

a. Disapproval of the reconmendati on.

b. Downgrade to a | ower award.

c. Upgrade to a higher award.

d. Approval as submtted.

e The appropriate director Representative wll be

responsi ble for returning the awards that need revision to the
ori gi nat or based on the Board’ s recomrendati on.

Encl osure (2)
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AWARD PREPARATI ON
1. Required Parts for Award Submi ssion. Failure to conply with

the followng will result in the return of the award w t hout
action:

a. OPNAV 1650/ 3 (Personal Award Reconmmendati on) page 28.
b. Summary of Action.

c. Citation.

d. Routing Sheet (Chain of Command Endorsenent) Encl osure
(3).

e. Summary of action and citation in the current M crosoft
Wrd format on virus free disks. All disks will be returned to
the origi nator.

2. OPNAV 1650/ 3 (Personal Award Recomrendati on):

a. Conplete the front side only.

b. Conplete blocks 1 through 21 only. N A is not considered
an appropriate answer. All information is required.

c. An exanple, instructions, and checklist for conpleting
the OPNAV 1650/ 3 are provided on page 25.

3. Sunmary of Action

a. Submtted on plain white paper (not on the back of OPNAV
1650/ 3). Length of Sunmary of action is not limted to one page
for NAM and NCM and one and a half pages for MsSM and LOM

b. Typed, single spaced, Courier New, 12pt.
c. The only acronynms which can be used are U. S. and USS.

d. The summary of action is conposed of three parts: (1) a
starting paragraph; (2) a mddle section in bullet format in the
order of inportance; and (3) a closing paragraph. Refer to
specific instructions for each award.

Encl osure (2)
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e. For retirenent awards: (1) the last line of the summary
par agr aph shoul d say "This award cul m nates years of
dedi cated and honorabl e Naval Service"; (2) the level of the
award nust be appropriate for the perfornmance at the current
command, and not include excerpts fromtheir entire career.

4. Ctation
a. Submtted on plain white paper.

b. Typed single spaced, courier new case use, 10pt font.

c. The only acronynms which can be used are U S. and USS.

d. No nore than 22 lines and no |l ess than 15 lines for an
MSM or LOM and 9 lines for all other awards.

e. The citation is a condensed format of the summary of
action and should reflect only informati on which can be
supported by the summary of action. It is conposed of the
followng: (1) beginning standard sentence; (2) m ddl e section;
(3) retirenment standard sentence, if applicable; and/or (4)
endi ng standard sentence. Refer to specific instructions in
this manual which concern the specific nmedal being recommended.

5. Chain of Command Endor senent/ Cover Letter

a. Uilize the exanpl e endorsenent, Enclosure (3).

b. The endorsenent/cover |letter nust acconpany the award
recomrendat i on.

6. Subm ssi on

a. Submt all award recomendati ons to the Awards Board
Coordi nator, via the chain of command.

b. End-of-Tour. Recognition of sustained superior
performance during a tour of duty for an individual who has
acconpl i shed several specific achievenents, not previously
recogni zed by an award. An end of tour award is not to be
considered routine. The individual nust have brought dis-
tinction upon hinself and or the command.

Encl osure (2)



NAVHOSP29PALMSI NST 1650. 1D
15 Feb 99

c. Special Act. These award recomendati ons shoul d
enphasi ze truly outstanding neritorious performance of a
specific nature that is sufficiently distinct fromnormally
assigned duties. Certificates of Commendati on and Navy
Achi evenent Medal s are the usual awards for speci al
acconpli shnents. These awards should be for a specified period
of time, not to exceed thirty days. A sunmary of action is not
required for special act Navy Achi evenent Medals. The
Commandi ng O ficer, Executive Oficer and the Command Mast er
Chi ef have the authority to award a specified nunber of speci al
act Navy Achi evenent Medal s each fiscal year. Currently our
command is authorized to award eight (8) NAMs for officers and
20 NAMs for enlisted personnel.

d. Conpletion of Naval Career. Awards to personne
conpl eting a Naval career through retirement or separation
shoul d receive special attention. This does not nean an award
shoul d be given in every case. The individual’s performance
must still be considered.

e. Letters of Commendation and Appreciation are submtted 14
wor ki ng days in advance of presentation or departure.

f. Al work is submtted using the current Mcrosoft Wrd
format on virus free disks. Al disks will be returned. Al
awar ds not received on disk will be returned.

Encl osure (2)
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MERI TORI OUS SERVI CE MEDAL ( MSM)

1. Eigibility. Awarded to any individual who distinguishes

hi nsel f or herself by outstanding neritorious achi evenent or
service to the United States. To justify this decoration, the
act(s) or service(s) rendered nmust show exceptional perfornmance
of duty, clearly above that nornmally expected. They should have
contributed materially to the success of a project or command
and nust have been conparable to that required for the Legi on of
Merit but in a duty of |lesser responsibility.

2. Criteria. Usually awarded when the individual neets one or
nore of the following: (1) managi ng/ ed significant nonetary or
personnel assets; (2) OC, Departnent Head, or higher |evel of
responsibility; (3) assum ng/ed higher levels of authority
(e.g., 05 1in 06); (4) acting/ed; (5) service or achi evenent
has/ had benefit to the command m ssion, base/fleet operations,
their profession, corps, the Navy Medical Departnent, or the
Navy.

3. Sunmary of Action

a. Submtted on plain white paper, courier new, 12pt font
and not |onger than one and one hal f pages.

b. Starting paragraph nust include this mandatory begi nni ng

sentence: "For outstanding neritorious achi evenent (or service)
whil e serving as (DUTY ASSI GNMENT), (DUTY STATION), (I NCLUSIVE
DATES)". Continue the paragraph with brief statenents about the

i ndi vi dual and their perfornmance.

c. Mddle section nust be conpleted in conversational
format in order of inportance with the first word of each bull et
begi nning with an action verb. "Specific exanples" of the
performance along with "results and benefits" nust be given. In
this section use cause, action, effect, benefit and results or
the problem solution, and outcone approach to each bullet.
Quantify wherever possible (dollar savings, nunbers or
percentages for inprovenents, or personnel affected). Use hard-
hitting action draft verbs vice flowery phrases.

Encl osure (2)
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d. dosing paragraph should sunmari ze the individual's
performance and i nclude sentences that state outstanding
attributes nmentioned or inplied with one of the follow ng: (1)
(NAME) is deserving of special recognition”; (2) (NAME s)
acconpl i shnents have earned this special recognition"; (3)
(NAME) is worthy of the special recognition accorded the
Meritorious Service Medal"; (4) (NAME) has ny strongest
reconmendation for the award of the Meritorious Service Medal";
(5) (NAME) has earned the special recognition of the Meritorious
Servi ce Medal ".

e. RETIREMENT awards will end with the foll ow ng sentence:
"This award cul m nat es years of dedi cated and honorabl e
Naval Service".

4. C(Citation

a. Beginning of citation/opening sentence nust include this
mandat ory opening: "For outstanding neritorious achi evenent
(service) while serving as (DUTY ASSI GNVENT), ( DEPARTMENT),
(DUTY STATION), (1 NCLUSIVE DATES)".

b. Mddle section of the citation/statenents of neritorious
achi evenment or service should include sone of the bullets from
the sunmary of action transposed to this part. Al achievenents
included in the citation nust be previously nmentioned in the
summary of action.

c. Retirenment sentence of citation should include this
mandat ory sentence before the ending sentence: "Hi s/Her
di stinctive acconplishnments cul mnated a distinguished career of
(nunber of years) of loyal and faithful service to our country.

d. Ending sentence of citation/comendatory renarks states
the outstanding attributes nmentioned or inplied in the second
part which should include this mandatory sentence ending
"reflected great credit upon hinself/herself and were in keeping
with the highest traditions of the United States Naval Service."

Encl osure (2)
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M5M SUMVARY OF ACTI ON EXAMPLE

For outstanding neritorious achi evenent/service as the (JOB
TI TLE), (DEPARTMENT), Naval Hospital, Marine Corps Air G ound
Conmbat Center, Twentynine Palns, California from 01l August 1988
through 01 July 1992. (NAME) consistently displayed superior
managerial abilities, innovative organizational concepts and
unsur passed attention to the needs of his staff and patients.
His initiatives, program planning and precise inplenentation
were instrunental in significantly inproving and expandi ng
health care services to over 80,000 eligible health care
recipients. H s attitude has had a significant and positive
i npact on both norale and m ssion acconplishnents at the
(DEPARTMENT). Sone of his nore noteworthy acconplishnments

i ncl ude:

| mproved pharmacy services by expandi ng operations to triple the
staff through contracts and civilian hiring, double the space
all ocation to optim ze work flow, and reduce prescription
filling lines by 75 percent while increasing daily output by
over 50 percent.

Devel oped and i npl emented with sister services and community
energency nedi cal resources a programto provide essenti al
energency nedi cal response teans with advanced |ife support
training and capabilities.

Utilized Naval Reserve Forces nedical assets effectively to
support the clinic's mssion and support the (DUTY STATION). 1In
turn provided required training and drill support.

Rej uvenated the clinic's environnment through an extensive self-
hel p program whi ch inproved staff and patient confort, safety,
and noral e.

| npl enment ed a custoner response programresulting in inproved
rel ationships with all base tenant and host activities.

Expanded capabilities for primary patient care for dependents
and retirees by inplenenting a full service anbulatory care
internal partnership program This service provides over 500

Encl osure (2)
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addi tional patient appointnents per nonth, saving the Departnent
of Defense over $83,000 per year through negotiated prices for
servi ces.

Assisted in the devel opnent of an Alternate Use of CHAMPUS Funds
project to provide optonetry services at a reduced cost to the
Department of Defense. Appointnent availability for this
service has nore than doubl ed.

(NAME) has consistently denonstrated superior performance as a
heal t h care adm nistrator and medi cal planner. His |eadership
was essential to the successful fulfillnment of the clinic's

m ssion. He is nost deserving of the recognition provided by
the Meritorious Service Medal for his superior support of Navy
Medi cine. This award cul m nates years of dedicated and
honor abl e Naval Servi ce.

Encl osure (2)
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MSM Cl TATI ON EXAMPLE

The President of the United States takes pleasure in
presenting the MERI TORI OQUS SERVI CE MEDAL to

FI RST M DDLE LAST NAME
RATE/ RANK, CORPS
UNI TED STATES NAVY/ NAVAL RESERVE

for service as set forth in the foll ow ng
Cl TATI ON:

"For outstanding neritorious service/achievenent as (JOB
TITLE), Naval Hospital, Mrine Corps Air G ound Conbat Center
Twentyni ne Palms, California from August 1988 through July 1992.
(NAME' s) superb nmanagenent acunen and i nnovative organi zati onal
concepts were instrunmental in inproved service and quality care
at every point of custoner contact. As a direct result of his
efforts, access to patient care and the delivery of support
servi ces have nore than doubled for greater than 80,000 eligible
beneficiaries. Due to his innovative partnership agreenents,
contracts, and shared health care services, the Departnent of
Def ense yi el ded a savings in excess of $83,000 per year.

Through diligent planning, he established and inproved many
prograns and services al ways keeping the well being of the
custonmer forenost, including Health Benefits Counseling,
Pharmacy Services, Personal Reliability Prograns, Optonetry
Servi ces, Enmergency Medical Services, and conmunity support
activities. Health care services have never been better for the
popul ati on he supports. His distinctive acconplishnents
cul m nated a distingui shed career of years of |oyal and
faithful service to our country. (NAME s) superb

prof essionalismand i npressive devotion to duty reflected great
credit upon hinself and were in keeping with the highest
traditions of the United States Naval Service."

For The President,

Encl osure (2)
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NAVY AND MARI NE CORPS COMMENDATI ON MEDAL

1. Eligibility. Awarded to an individual who distinguishes
hi nsel f or herself for heroic/neritorious achi evenent or
service. To nerit this award, the acts or services nust be
acconpl i shed or perfornmed in a manner above that is normally
expected and sufficient to distinguish the individual above
those performng simlar acts or services.

2. Criteria. Usually awarded when the individual neets one or
nore of the following: (1) for meritorious achievenent, the
achi evenment should constitute a definite contribution to the
Naval Service such as an invention, or inprovenent in design,
procedure, or organization; (2) for neritorious service, the
per formance shoul d be well above that usually expected of an

i ndi vi dual commensurate with his grade or rate, and above that
degree of excellence which can be appropriately reflected in the
individual's fitness report or personnel record; (3) clearly
show significant nonetary savings, initiative, creativity,

i npact on policies, procedures, or conmand; (4) served in a
billet of higher level than present rank; (5) performance
extends beyond the |l evel of responsibility; or (6) or
retirenment/end of tour.

3. Sunmary of Action

a. Submitted on plain white paper, not on the back of OPNAV
1650/ 3.

b. Mddle section nust be conpleted in bullet format, in
order of inportance, and with the first word of each bull et
beginning with a past tense verb. "Specific exanples" of the
performance along with the "results and benefits" nust be given.
In this section use cause, action, effect, benefit, and results
or the problem solution and outcone approach to each bullet.
Quanti fy wherever possible (dollar savings, nunbers or
percentages for inprovenents, or personnel affected). Use hard-
hitting action verbs, skip flowery phrases.

c. Cosing paragraph should summarize the individual's
performance and i nclude sentences that state outstanding
attributes nmentioned or inplied with one of the foll ow ng:

Encl osure (2)
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(1) "deserving of special recognition”;
(2) "have earned this special recognition”;

(3) "worthy of the special recognition accorded the Navy
ans Marine Corps Comrendati on Medal ";

(4) "NAME has ny strongest recommendation for the award
of the Navy and Marine Corps Commendati on Medal ";

(5) "NAME has earned the special recognition of the Navy
and Marine Corps Commendati on Medal ."

d. RETIREMENT awards will end with the follow ng sentence:
"This award cul m nat es years of dedi cated and honorabl e
Naval Service".

4. C(Citation

a. Beginning of citation/opening sentence nust include this
mandat ory openi ng sentence "For heroic/neritorious achi evenent,
or heroic/neritorious service while serving as (DUTY
ASS| GNVENT), (DUTY STATION), (1 NCLUSI VE DATES)" and a bri ef
stat enment about the individual.

b. Mddle section of citation/statenents of neritorious
achi evenent or service should include sone of the bullets from
the summary of action transposed to this section. Al
achievenments included in the citation nust be previously
mentioned in the summary of action.

c. Retirement sentence of citation should include this
mandat ory sentence before the "ending sentence": Hi s/Her
di stinctive acconplishnments cul mnated a distinguished career of
# of years of loyal and faithful service to our country.

d. Ending sentence of citation/commendatory remarks states
the outstanding attributes, nentioned or inplied in the second
part which should include this nmandatory sentence endi ng
"reflected great credit upon hinself/herself and were in keeping
with the highest traditions of the United States Naval Service."

Encl osure (2)
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NCM SUMVARY OF ACTI ON EXAMPLE

For meritorious service in the superior perfornmance of duty
whil e assigned to the (JOB TITLE), (DEPARTMENT), Naval Hospital
Marine Corps Air Gound Conbat Center, Twentynine Pal ns,
California from Cct ober 1989 through Cctober 1992. NAME s

out st andi ng performance of duty was unparalleled. She superbly
managed a variety of roles, including inical Instructor for

t he DEPARTMENT with a staff of greater than 100, and Division
Oficer for the 10 bed Intensive Care Unit with a staff of 50.
Under her direction, her division consistently provided expert
care for a demandi ng workload. NAME' s commtnent to excell ence
was evi dent through her many acconplishnents which incl uded:

- Created, designed, and inplenented the Specialty Bed
Managenment System utilized for patients who are at high-risk
for skin breakdown. Uilization of this systemresulted in
Naval Hospital, Twentynine Palns' achieving an inpressive 40
percent bel ow national average in the National Pressure Under
U cer Preval ence Survey.

- Initiated and coordinated the inplenmentation of a needl e-
| ess intravenous systemfor the command resulting in a safer
wor ki ng environnent with an anticipated 50 percent saving in
foll owup care for needle sticks, an annual net savings of an
esti mat ed $60, 000.

- Devel oped and i nplenented orientation prograns for 50 newy
assigned staff nmenbers in the Intensive Care Unit when 50
percent of the active duty staff deployed in support of
Qperation Desert Shield/ Storm Her flaw ess direction enabl ed
this staff to i mediately assune critical care nursing
responsibilities w thout conprom sing patient care.

- Aut hored Naval Health Sciences Education and Trai ni ng
Command' s st andardi zati on project of the Navy's Basic Critical
Care Course for Nurses and coordi nated the Naval Hospital
Twent yni ne Pal ns' bi-annual course in 1990 and 1991.

Encl osure (2)
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- Presented pertinent lectures in the Neonatal Intensive Care
Course, the Physical Assessnent Course, and the Basic Critical
Care Course for corpsnen, increasing the know edge of over 150
nursi ng personnel annually.

- Participated voluntarily, in three studies providing
presentations at both the 1990 and 1991 annual neetings of the
Anerican Mlitary Surgeons in the Uniformed Services.

- Committed to progressive nursing, she significantly
contributed toward Twentyni ne Pal nms receiving the area award for
nost new nenbers in 1992 for the Tidewater Chapter of the

Anerican Association of Critical Care Nurses. She presented

| eader shi p and nanagenent | ectures at a |ocal school of nursing.
NAVE' S proactive contribution toward attai nnment of m ssion goals
wer e unequal ed. Her sense of professionalismand responsibility
were reflected in her involvenent in the command and the
community. NAVE S perfornmance exenplified her persona
commtnent to excell ence and outstandi ng dedication to duty.

She is nost deserving of the special recognition of the Navy and
Mari ne Corps Conmendati on Medal .

Encl osure (2)
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NCM CI TATI ON EXAMPLE

The Secretary of the Navy takes pleasure in presenting the NAVY
and MARI NE CORPS COMVENDATI ON MEDAL to

FI RST M DDLE LAST NAME
RATE/ RANK, CORPS
UNI TED STATES NAVY/ NAVAL RESERVE

for service as set forth in the follow ng
Cl TATI ON:

"For meritorious service in the superior performance of her duties while assigned to the
( DEPARTMENT), Naval Hospital, Marine Corps Air G ound Conbat Center, Twentynine Pal s,
California from Cct ober 1989 through Cctober 1992. NAME consistently displayed conmtnment to
excel l ent, bold imgi nation, and in-depth professional know edge. Ever aware of the
i ncreasing need to foster the careers of health care providers, she presented nunerous
classes and lectures related to critical nursing and aut hored the standardi zed Navy-w de
Basic Critical Care Course for Nurses. She created, designed, and inplenmented the Specialty
Bed Managenent System wutilized for patients who are at high-risk for skin breakdown which
resulted in Naval Hospital, Twentynine palns achieving an inpressive 40 percent bel ow average
in the National Pressure U cer Preval ence Survey. Additionally, she created and inplenented
a needl ess intravenous systemfor the command which resulted in a safer working environnment
with an anticipated 50 percent saving in followup care for needle sticks and an estimated
net savi ngs of $60,000 annually. her significant contributions ensured collaborative efforts
to attain mssion goals and have earned her the respect and admration of all who observe
her. NAME S exceptional professional ability, initiative, and |oyal dedication to duty
reflected great credit upon herself and were in keeping with the highest traditions of the
United States Naval Service."

For the Secretary,

Encl osure (2)
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NAVY AND MARI NE CORPS ACHI EVEMENT MEDAL ( NAM

1. Eligibility. Awarded to any individual Lieutenant
Commander and bel ow for meritorious service/achi evenent
based on sustai ned perfornmance or specific achi evenent of a
superlative nature. The act(s) shall be of such nerit as
to warrant nore tangi ble recognition than is possible by a
fitness report eval uation sheet.

2. Criteria. Usually awarded when the individual
denonstrat es professional achievenent as follows: (1)
clearly exceeds that which is normally required or
expected, considering the individual's grade or rate,

trai ning, and experience; (2) be an inportant contribution
that is of benefit to the United States and the Naval
Service; (3) |eadership achievenent that nust be

not ewort hy, be sustained so as to denonstrate a high state
of devel opnent or, if for a specific achievenent, be of
such nerit to earn singular recognition for the act(s),
reflect nost creditably on the efforts of the individual
toward the acconplishment of the unit mssion; (4) has done
nore than "a good job"; (5) extended thensel ves beyond the
limts of the position.

3. Sunmary of Action

a. Submtted on plain white paper, not on the back of
OPNAV 1650/ 3.

b. Starting paragraph nust include this nandatory
begi nni ng sentence "For professional/leadership achi evenent
in the superior performance of his duties while serving as
(DUTY ASSI GNMVENT), (DUTY STATION), (I NCLUSI VE DATES)".
Continue with brief statenents about the individual and
hi s/ her performance.

c. Mddle section nust be conpleted in bullet format, in
order of inportance, and the first word of each bullet beginning
with a past tense verb. "Specific exanples"” of the performance
along with the "results and benefits" nust be given. 1In this
section use cause, action, effect,

Encl osure (2)
17



NAVHOSP29PALMSI NST 1650. 1D
15 Feb 99

benefit and results or the problem solution, and outcone
approach to each bullet. Quantify wherever possible
(dol I ar savi ngs, nunbers or percentages for inprovenents,
or personnel affected). Use hard-hitting action verbs,
skip flowery phrases.

d. dosing paragraph should sunmarize the individual's
performance and i nclude sentences that state outstanding
attributes nentioned or inplied with one of the foll ow ng:
(1) deserving the special recognition”; (2) "have earned
this special recognition"; (3) "worthy of the speci al
recognition accorded the Navy and Mari ne Corps Achi evenent
Medal "; (4) "NAME has ny strongest recommendation for the
award of the Navy and Marine Corps Achievenment Medal”; (4)
“NAME has ny strongest recommendation for the award of the
Navy and Marine Corps Achievenent Medal ”; (5) “NAME has
earned the special recognition of the Navy and Marine Corps
Achi evenent Medal ”.

e. RETIREMENT awards will end with the foll ow ng sentence:
"This award cul m nat es years of dedi cated and honorabl e
Naval Service".

4. Ctation

a. Beginning of citation/opening sentence nust include this
mandatory sentence: "For professional or |eadership
achi evenent in the superior performance of his/her duties while
serving as (DUTY ASSI GNMENT), (DUTY STATION), (1NCLUSIVE DATES)"
and a brief statenment about the individual.

b. Mddle section of citation/statenents of neritorious
achi evenent or service should include sone of the bullets from
the summary of action transposed to this section. Al
achievenments included in the citation nust be previously
mentioned in the summary of action

c. Retirenent sentence of citation should include this
mandat ory sentence before the "ending sentence": Hi s/Her
di stinctive acconplishnments cul mnated a distinguished career of
# of years of loyal and faithful service to our country.

Encl osure (2)
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d. Ending sentence of citation/comendatory remarks states
the outstanding attributes nmentioned or inplied in the second
part which include this mandatory sentence ending "reflected
great credit upon hinself/herself and were in keeping with the
hi ghest traditions of the United States Naval Service."

Encl osure (2)
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NAM SUMVARY OF ACTI ON EXAMPLE

For professional achievenent in the superior perfornmance of
duties while assigned as (JOB TI TLE), (DEPARTMENT), Naval
Hospital, Marine Corps Air G ound Conbat Center, Twentynine

Pal ms, California from August 1990 through January 1992. NAME
consistently perforned his/her demanding duties in a superb and
nost comrendabl e manner. Hi s/ her superlative |evel of

prof essionalism enthusiasm and dedication to duty,
significantly contributed to the clinic successfully neeting its
assigned m ssion. Specific acconplishnments include:

- Revised the standard operating procedure nmanual for
(DEPARTMENTS). Her efforts and organi zational skills resulted
in a 25 percent increase in the nunber of physical exam nations
conducted wi thout increasing the staff requirenents.

- Devoted many hours during Operations Desert Shield/ Storm
to the orientation, training, and supervision of recalled Naval
Reserve personnel, ensuring quick orientation and integration of
reserve personnel to clinic policy and procedures.

- Volunteered to teach Enmergency Medi cal Techni ci an/ Anbul ance
Refresher Training classes at Naval Hospital, Twentyni ne Pal ns,
to ensure that ambul ance crews in the Tidewater Area were
staffed with fully certified crews.

- Instructed classes in |V Therapy and nedi cal adm nistration
t hus ensuring the conprehensive skills and know edge | evel of
clinic staff personnel.

- Provided direction and gui dance to the section foll ow ng
the return of the staff from Operations Desert Shield/ Storm
Through his | eadershi p, supervision, and nmanagenent, the section
was able to process over 1500 separation physical exans in a two
nonth period, with I ess than a 1 percent discrepancy rate.
NAME S out st andi ng performance i s above and beyond t he
expectations of her RANK. NAME is deserving of the Navy and
Marine Corps Achievenent Medal. This award cul mi nates 22 years
of dedi cated and honorabl e Naval Service.
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NAM Cl TATI ON EXAMPLE

The Secretary for the Navy takes pleasure in presenting the NAVY and MARI NE CORPS
ACHI EVEMENT MEDAL to

FI RST M DDLE LAST NAME
RATE/ RANK, CORPS
UNI TED STATES NAVY/ NAVAL RESERVE

for service as set forth in the follow ng
Cl TATI ON:

"For professional achievenent in the superior performance of duty while assigned as
(JOB TITLE), (DEPARTMENT), Naval Hospital, Mrine Corps Air G ound Conbat Center,
Twentyni ne Pal ms, California from August 1990 through January 1992. As a direct result
of her direction and gui dance followi ng the return of the staff from Operations Desert
Shield and Desert Storm over 1500 separation physical exans were processed within a two
month period, with |l ess than a one percent discrepancy rate. NAVE s excepti onal
professional abilities, initiative and |oyal dedication to duty reflected great credit
upon herself and were in keeping with the highest traditions of the United States Naval
Service."

For the Secretary,
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CERTI FI CATE OF COMVENDATI ON ( COC)

1. Eligibility. Awarded to any individual (mlitary or
civilian) who, while serving in any capacity with the Navy,
di stingui shes hinself or herself for outstanding

achi evenment or service above that is normally expected of
the individual performng simlar services, considering job
per formance and rank.

2. Criteria. Usually awarded when the individual neets
one or nore of the following: (1) has done an "an
outstanding job"; (2) extended thenself beyond the limts
of the position; (3) shown superior performance in

conpl etion of a special task; (4) end of tour. This
recognition is awarded when a Navy and Mari ne Corps

Achi evenent Medal seens high for the acconplishnment of the
i ndi vi dual

3. Preparation

a. The Certificate of Commendation consists of three
parts: (1) a standard opening sentence; (2) a mddle
par agraph where the individual's acconplishnents, benefits,
savi ngs, and performance of duties are described; and (3) a
standard cl osi ng sent ence.

b. Unlike the citation wite up for a nedal or Letters
of Commendati on/ Appreci ation, the Certificate of
Comrendation is typed or printed on the paper sideways
(l andscape). See enclosure (1) for exanple.

c. Should not exceed 9 lines of text from standard
openi ng sentence to standard cl osi hg sentence.
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Certificate of Commendati on
The Commandi ng General, Marine Corps Air G ound Conbat Center
Twentyni ne Palnms, California

t akes pl easure in comendi ng

Hospital man First M ddl e Last Nanme, USN, 999-99-9999
for

superior performance of duty while serving as a staff corpsman in the (Departnent) at Nava
Hospital, Marine Corps Air G ound Conbat Center, Twentynine Palns, California fromJuly 1994
to October 1995. Extrenely know edgeabl e, enthusiastic and resourceful, he perfornmed all
duties in an exenplary manner. Industrious and creative, he devoted many hours devel opi ng,

i mpl ementing, and managing a Crutch | og, saving the conmand over $600.00 dollars in a five
mont h period. Wthout hesitation he volunteered over a 100 hours providi ng nedi cal support
for various Hospital and base events. His sustained superior performnce and devotion to
duty were in keeping with the highest traditions of Navy Medicine and reflects great credit
upon hinself and the United States Navy.

L. M PALM

Maj or Gener al
U.S. Marine Corps

Commandi ng

Encl osure (2)
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LETTER OF COMVENDATI ON

1. Eligibility. Awarded to any individual (mlitary or
civilian) who, while serving in any capacity with the Navy,

di stingui shes hinself or herself for outstanding achievenment or
service above that is nornmally expected of the individual
performng simlar services, considering job performance and

r ank.

2. Criteria. Usually awarded when the individual neets one or
nore of the following: (1) has done nore than "a good job"; (2)
extended thenself beyond the Ilimts of the position; (3) shown
superior performance in conpletion of a special task; (4) end of
t our.

3. Preparation

a. The Letter of Commendation consists of three parts: (1)
a standard opening sentence; (2) a m ddl e paragraph where the
i ndi vidual's acconplishnments, benefits, savings, and performnce
of duties are described; and (3) a standard cl osing sentence.

b. Unlike the citation wite up for a nedal, Letters of
Commendation are witten in the personal tense, i.e., you or
your .

c. Should not exceed 15 lines of text from standard openi ng
sentence to standard cl osing sentence.
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LOC EXAMPLE

The Conmanding O ficer, Naval Hospital, Twentynine
Pal ns takes pleasure in presenting a LETTER OF COMVENDATI ON
to

FI RST M DDLE LAST NAME
RATE/ RANK, CORPS
UNI TED STATES NAVY/ NAVAL RESERVE

It is with great pleasure that | commend you for your
superior performance and acconplishnents whil e assigned as
(JOB TITLE), (DEPARTMENT), Naval Hospital, Mrine Corps Air
G ound Conmbat Center, Twentynine Palns, California fromO1
August 1990 t hrough 01 COct ober 1991.

During this tenure, you consistently perfornmed your
duties with the highest degree of pride and
professionalism As Supply Departnent Head, your tireless
efforts ensured that the clinic was adequately stocked with
suppl i es and equi pnrent, and organi zed t he Supply Depart nment
to function on its own. You expertly managed a budget that
grew from $25, 000 to $500,000 a year in only six nonths.
Your superb efforts contributed significantly to enabling
the clinic to stand al one.

Your enthusiasm and total dedication to duty reflect
great credit upon yourself and are in keeping with the
hi ghest traditions of the United States Naval Service.
commend you for a job "Well Done" and wi sh you conti nued
success in your future endeavors.
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LETTER OF APPRECI ATI ON (LQGA)

1. Eligibility Requirenents. Awarded to any individual
(mlitary or civilian) who, while serving in any capacity with
t he Navy, distinguishes hinself or herself for excellent

achi evenment or service above that which is normally expected of
the individual performng simlar services, considering job

per formance and rank.

2. Criteria. A LOAis a formal way of recognizing and thanking
personnel for services provided. Usually awarded when the

i ndi vidual neets one or nore of the following: (1) consistent
good mlitary behavi or/appearance; (2) performance or conpletion
of a special task; or (3) end of tour.

3. Preparation

a. The LOA consists of three parts: (1) a standard openi ng
sentence; (2) a mddle paragraph where the individual's
acconplishnents, benefits, savings, and perfornmance of duties
are described; and (3) a standard cl osi ng sentence.

b. Unlike the citation wite-up for a nedal, LOA s are
witten in the personal tense, i.e., you or your.

c. Should not exceed 15 lines of text from standard openi ng
sentence to standard cl osing sentence.
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LOA EXAMPLE

The Commandi ng Officer, Naval Hospital, Twentyni ne Pal s,
California takes pleasure in presenting a LETTER OF
APPRECI ATION to

FI RST M DDLE LAST NAME
RATE/ RANK, CORPS
UNI TED STATES NAVY/ NAVAL RESERVE

It is with great pleasure that | express ny sincere
appreciation for your superior performance in your role a
(JOB TI TLE), (DEPARTMENT), Naval Hospital, Mrine Corps Air
G ound Conbat Center, Twentynine Palns, California on 21
July 1993.

Sel ected for your professionalism enthusiasm and
total conmtnment to quality, you contributed significantly
to the inplenmentation of the principles of Total Quality
Leadership by instructing 32 staff nmenber in the
introduction to Total Quality Leadership course. This
course laid the foundation for this conmand's Quality
Managenent Boards, Process Action Teans, and the total
force involvenent required for a process that is expected
to revol utionize our business practices.

Your enthusiasmand total dedication to duty reflect
great credit upon yourself and are in keeping with the
hi ghest traditions of the United States Naval Service.
extend to you ny personal appreciation for a job "Wll
Done" and w sh you conti nued success in your future
endeavors.
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PERSONAL AWARD RECOMVENDATI ON | NSTRUCTI ONS( OPNAV 1650/ 3)
I NSTRUCTI ONS

Compl ete boxes 1 through 21, typed, in CAPITAL letters for the
person receiving the award. |If the proposed award is a speci al
act, the From bl ock should come fromthe nenber’s Director (i.e.
DI RECTOR FOR ADM NI STRATI ON, etc) and signed by that Director.
The To bl ock shoul d read: COVWANDI NG OFFI CER, NAVAL HOSPI TAL 29
PALMS.

Block 1. Enter Social Security Number.

Block 2. Enter the individual's LAST nane first, then FIRST
nane, mddle initial only and any suffixes, (Jr., Sr., Il, etc.)
If no mddle nane, use NWN, i.e., DOE, JOHN NWN, Jr. |If menber
uses a letter instead of a m ddl e nane, use quotation marks
(i.e., DOE, JOHN "L").

Bl ock 3. Enter Conponent (USN, USNR, USNR (TAR), USMC).

Block 4. Enter G ade/Rate (i.e., CAPT/06, YNCM E9, HN E3,
ENS/ O1E, etc).

Bl ock 5. Enter Designator/NEC MOS:
a. Designator is for officer, i.e., 2100, 3100, etc.

b. NECis for enlisted. Use primary NEC, i.e., 0000, 8404,
2178, etc.

c. MOSis for Marine personnel.
Bl ock 6. Enter warfare designator
Block 7. Enter the Unit ldentification Code (U C) which
appl i es: NAVHOSP Twentyni ne Pal ms: 35949
46866

Bl ock 8. Enter recomended award (i.e., Navy Conmendati on
Medal , Letter of Commendation, etc.).
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Bl ock 9. Check bl ock yes or no.

Bl ock 10. Bl ank boxes: Self-explanatory. The majority of peace
time awards will be "neritorious".

Bl ock 11. Nunber of Award of this Medal (If this person has
never received one of the awards listed in Block 8, then enter
"FI RST") .

Bl ock 12. Enter Action Date/Meritorious Period (beginning and
endi ng dates for period covered). Designate nonth and year
only.

Bl ock 13. Enter Area of Action/Service (i.e., CONUS, Europe,
MED, Cari bbean).

Bl ock 14: Enter Expiration of Active Duty:
a. For officers enter "INDEFIN TE".

b. For retirenent/separation, enter retirenment or separation
dat e.

c. For enlisted personnel, enter EACS.

Bl ock 15. For an end-of-tour award or for a specific achievenent
the PRD nust be filled in.

Bl ock 16. Enter conplete address for new duty station, including
the zip code. (This enables us to forward the award to the

i ndi vidual's new duty station with an endorsenent. |f orders
have not been received, then enter "ORDERS PENDI NG'. |f
retiring or separating, enter the full home address, including
Zi p code.

Block 17. Unit at time of Action/Service: Enter the unit
assigned to during the action period.

Bl ock 18. Duty Assignnment: Enter job title for the action
period (i.e., LPO Head, Pharmacy Dept., etc.).
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Bl ock 19. Previous Personal Decorations and Period Recogni zed:
Do not |ist Good Conduct Medals, MJC s, NUC s or Canpaign

Ri bbons — (Only personal Navy decorations). Ensure the action
period for each personal award is included. |If the period of
action is covered by one of the previous awards, a conpleted
copy of that award nust be forwarded with the recomrended
awarded. |If no previous personal award, enter "NONE'. {Exanple
-NAM (OCT 92 - MAR 94)}

Bl ock 20. Personal Awards Reconmended - Not Yet Approved:
Normal Iy, “NONE" is entered. |f another recomendation exists,
forward a copy of that recommendation with new award package.
Bl ock 21. O her Personnel Bei ng Recomrended for Same Action:

a. For events/actions when a group is recomended for the

sanme action, enter RATE/ RANK, NAME(S), and DI RECTORATE of the
ot her personnel reconmended.

b. Normally, "NONE is entered.

Bl ock 22. Should read: J. M HUBER, CAPT, NC, USN
Commandi ng O ficer
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PERSONAL AWARDS ROUTI NG SHEET

Proposed Awar d:

Date Initiated:

End of Tour: Y or N Special Act: Y or N

Nane of Nom nee: Rank: Dept :

Originator: Rank: Phone:
Concur Do Not Concur Dat e

Dept Head:

Comment s:

Directorate
Represent ati ve:

Coment s:

Director:

Coment s:

Dat e recei ved by Awards Board Coordi nator:

Si gnat ur e:
Dat e Returned for Revision: Recei ved by:
Dat e Recei ved from Revi si on: Recei ved by:

THI S ROUTI NG SHEET, OPNAV 1650/3, COPY OF CI TATION & SUMVARY OF

ACTION(I F APP),
AWARDS
BEFORE THE BOARD CONVENES.

& VIRUS FREE DI SK MJST BE TURNED
BOARD COORDI NATOR NO LATER THAN SEVEN (7) WORKI NG DAYS

IN TO THE

Encl osure (3)
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